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On  the  fourteenth  of  this  month,  people  will  be  exchanging  valen¬ 
tines.  The  fancy  cards  put  into  words  the  feelings  we  otherwise 
take  for  granted  or  hide.  Sentimental  people  will  save  the  cards; 
others  will  discard  them  the  next  day.  In  either  case,  the  compli¬ 
mentary  words  cast  a  rosy  glow  that  will  linger.  We  all  like  to 
feel  that  we  are  appreciated,  and  it's  amazing  what  a  lift  we  get 
from  these  greetings. 

While  there  may  be  no  room  for  sentiment  in  business,  the  spirit 
of  St.  Valentine's  Day  and  the  expression  of  good  will  are  worth 
preserving  all  year.  This  is  an  appropriate  time  to  think  about 
building  others  up.  There  is  so  much  trouble  in  the  world  that  it 
behooves  us  to  do  what  we  can  to  lighten  or  brighten  the  load — 
not  add  to  it.  A  simple  way  to  accomplish  this  was  suggested  by 
Mr.  Walter  L.  Hays,  president  of  the  American  Savings  Building 
&  Loan  Association,  Orlando,  Florida. 


Mr.  Hays  said,  in  a  newspaper  guest  editorial:  "At  every  oppor¬ 
tunity,  build  up  those  about  you  .  .  .  sing  their  praises,  tell  the 
good  things  they  have  done. 

"If  there  were  more  building  up  and  less  tearing  down,  there 
would  be  more  happiness  in  the  world.  Others  would  feel  better, 
and  you,  as  a  builder-upper,  certainly  would  get  a  mighty  warm 
feeling.  It  would  build  self-confidence  in  others;  it  would  build 
self-confidence  in  you.  It  makes  durable  friendships  and  it  is 
conducive  to  success. 


"Start  a  new  life  today.  Tell  the  good  things  about  your  associates 
and  friends.  Build  them  up  to  a  new  high  peak.  The  results  you 
receive  personally  will  be  most  gratifying.  They  will  bring  you  a 
new  life.  Start  today  to  be  a  builder-upper  of  the  other  fellow.'' 


(or  thereabouts!) 
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The  deepest  principle  in  human  nature  is  tl 


^  o  Hom“  y  pr'om  f 

A  caller  who  visited  a  company  couldn't  remember 
the  name  of  the  man  he  wanted  to  see.  He  had  met 
the  man  tv/o  years  before  in  the  same  office.  The  only 
clue  he  could  give  the  receptionist  was,  "He  had  a 
desk  piled  high  with  papers."  The  girl  brightened. 
"Oh,  you  want  to  see  Mr.  Green." 

This  may  be  the  only  case  in  business  history  where 
an  untidy  desk  was  useful.  For  most  of  us,  it's  im¬ 
possible  to  work  amid  a  welter  of  papers,  files,  books, 
and  gadgets.  Clutter  is  distracting  and  fatiguing — 
and  unnecessary.  A  few  minutes  a  day  spent  on 
straightening  up  can  keep  an  office  neat  and  attrac¬ 
tive.  This  time  is  a  good  investment;  our  Readers 
Panel  listed  neatness  as  one  of  the  ten  most  important 
gualities  for  the  successful  office  woman. 

While  Mr.  Green's  organized  confusion  helped  a 
customer  find  him,  there  are  a  lot  of  better  ways  to 
be  remembered.  As  Bea  Sweeney,  a  member  of  our 
panel,  pointed  out,  "Take  pride  in  the  office  and  your 
desk  so  there  will  be  no  reflection  on  you  when 
people  drop  in." 


FROM  NINE  TO  FIVE  By  Jo  Fischer 


"I'm  cleaning  out  my  desk." 


Two  letters  that  won  honorable  mention  in  the 
Bulletin  contest,  "Why  My  Boss  Is  Tops,"  shed  some 
interesting  light  on  what  makes  a  supervisor  "super." 
Here  are  descriptions  of  two  bosses  who  make  work¬ 
ing  for  them  a  pleasure. 


Boss  Eases  Transition 

After  working  in  a  completely  different  field,  I 
came  to  work  for  the  senior  vice  president  of  The  First 
National  Bank  two  years  ago.  Making  the  transition 
was  far  from  painless,  but  having  a  patient  and  under¬ 
standing  boss  helped  me  through  that  difficult  period. 

Mr.  W.  S.  Farmer  is  tops  in  my  estimation,  and  I 
could  use  some  high-sounding  superlatives  to  de¬ 
scribe  him.  But  the  reason  I  think  he's  tops  is  his 
consideration  of  me.  His  innate  ability  to  anticipate 
my  guestions  and  the  things  he  does  to  make  my  job 
easier  continually  amaze  me.  A  sly  wink  lets  me  know 
I've  pleased  him,  sincere  appreciation  climaxes  a 
job  well  done,  and  constructive  suggestions  save  his 
time  and  mine. 

During  those  first  few  weeks  when  I  typed  "S  &  E" 
for  "assignee"  and  "dispersed"  for  "disbursed,"  I 
never  felt  ridiculous,  because  he  had  such  an  easy 
way.  The  nonchalance  he  assumed  kept  down  my 
self-consciousness,  and  during  the  times  I  needed  to 
work  things  out  for  myself,  he  left  me  alone. 

Now  that  I'm  at  home  here  and  have  found  that 
those  early  courtesies  were  not  just  temporary  niceties 
and  that  the  "extras"  come  every  day,  is  it  any 
wonder  that  I  think  my  boss  is  tops! 

Frances  S.  Coon 
Montgomery,  Alabama 

The  Wizard  Called  "Oz" 

Mr.  W.  O.  Mussey,  Jr.,  president  of  Densco,  Incor¬ 
porated,  or  "Oz,"  as  he  is  called  by  his  employees, 
may  have  inherited  the  business  from  his  father,  but 
those  who  remember  him  sweeping  floors  after  school 
will  tell  you  that  he  is  a  man  who  rates  himself  no 
better  than  one  of  his  employees.  Oz  is  a  man  who 
will  listen  to  an  idea,  like  it,  and  tell  you,  "Terrific. 
Take  it  from  there."  It  takes  a  real  man  to  put  his 
employees  ahead  of  personal  gain. 

Once  I  asked  him  why  he  never  marked  a  correc¬ 
tion  on  a  Dictabelt.  He  just  looked  at  me  and  said, 
"You  change  my  grammar  anyway,  and  it  comes  out 
better  in  the  end!"  This  confidence  in  my  ability,  as 
well  as  in  that  of  his  other  employees,  makes  my  job 
challenging  and  well  worth  the  effort.  Oz  feels  that 
the  fundamentals  of  office  procedure  are  much  more 
in  my  line  and  gives  me  a  free  rein  in  that  area. 

When  obstacles  or  problems  arise,  Oz  may  say, 
"What  do  you  propose  we  do  about  this?"  As  a  result 
of  this  attitude,  every'  one  of  us  "bends  over  back¬ 
wards"  to  give  him  our  best.  I  have  never  known  of 
any  other  man  who  instills  such  confidence  and 
cooperation  in  his  employees. 

— Gayle  L.  Walker 
Denver,  Colorado 


craving  to  be  appreciated- 


R'-  aer  i  Sharr-  T='-  ■  -  Shortc-  t 

In  the  recent  shortcut  contest,  a  bookkeeper  and 
a  secretary  submitted  timesaving  ideas  that  may  help 
other  readers.  Mrs.  Breen  and  Mrs.  Jones  each  will 
receive  five  dollars  for  their  helpful  hints,  printed 
below. 

Speed  Up  Bulk  Mailings 

Before  I  worked  in  an  organization  having  a  post¬ 
age  meter,  my  favorite  shortcut  for  expediting  bulk 
mailings  was  this; 

Tear  a  sheet  of  stamps  in  lengthwise  strips  (or  use 
a  roll  of  stamps) .  Stack  pieces  of  mail  and  hold  a  strip 
of  stamps  in  your  right  hand.  Moisten  the  first  stamp 
on  the  strip,  press  it  firmly  in  place  on  the  corner  of 
the  envelope  or  card  with  your  thumb,  and  tear  off 
the  remaining  stamps.  Flip  piece  of  mail  over  and 
repeat  process  on  the  next  piece,  etc. 

— Eileen  H.  Breen 

Secretary  to  the  Manager 
Denver  Wholesale  Florists  Co. 
Denver,  Colorado 

Bookkeeper  Eliminates  Red  Ink 

Since  there  is  really  no  shortcut  to  most  bookkeep¬ 
ing  problems,  I  have  begun  to  use  one  small  method 
which  simplifies  many  of  the  everyday  double  entries. 
No  doubt,  this  method  is  being  used  by  many  book¬ 
keepers,  but  it  may  be  of  some  help  to  those  who  are 
just  beginning  this  type  of  employment. 

The  operation  is  as  follows:  Use  no  red  ink.  This 
saves  switching  back  and  forth  between  red-ink  and 
black-ink  pens. 

To  replace  the  red-ink  entry,  I  use  the  black-ink 
pen  and  enclose  the  entry  with  parentheses.  This  one 
action  saves  a  lot  of  time.  Also,  as  one  of  my  employ¬ 
ers  has  said  that  he  has  difficulty  discerning  one 
color  from  another,  I  believe  this  idea  makes  it  easier 
for  him  to  read  the  bookkeeping  entries. 

—  June  C.  Jones 
Bookkeeper 
Walls  &  Walls 
Bedford,  Indiana 


At  Burdett  Manufacturing  Company,  Chicago, 
Illinois,  the  bulletin  board  carries  this  motto;  "The 
sales  department  is  not  the  whole  company,  but  the 
whole  company  IS  the  sales  department."  Every  day, 


we  see  other  business  mottoes  that  make  us  stop  to 
think.  If  you  have  a  favorite  business  guotation,  slo¬ 
gan,  or  maxim,  why  not  share  its  message  with  other 
readers?  You  have  a  chance  to  win  an  Easter  bonnet 
as  the  grand  prize  for  this  contest. 

Entries  should  be  200  words  or  less,  typewritten 
and  double-spaced.  List  the  source  of  the  guote,  and 
include  your  name,  position,  and  the  company  name 
and  address.  Send  your  entry  to  the  editor  at  the 
address  on  the  back  page.  Deadline  is  Wednesday, 
February  15,  1961. 

A  new  Dartnell  booklet  will  be  sent  to  each  con¬ 
testant,  and  the  winner  will  have  the  fun  of  selecting 
a  hat  in  her  city.  Mr.  Bill  Reimer,  executive  director. 
Millinery  Institute  of  America,  Inc.,  New  York,  N.  Y., 
donor  of  the  prize,  will  make  the  necessary  arrange¬ 
ments  when  the  winner  is  announced. 


Private  and  Confidential 

As  a  secretary,  I  handle  many  confidential  matters. 

I  have  worked  for  several  men,  but  one  now  has 
acquired  his  own  secretary,  who  has  been  employed 
here  many  years.  She  comes  to  my  office  frequently 
on  business.  Each  time,  she  makes  it  a  point  to  gaze 
at  length  at  the  papers  on  my  desk.  While  I  keep 
most  information  face  down,  this  is  becoming  more 
and  more  bothersome.  Often,  she  asks,  "Are  you 
doing  such-and-such?"  She  is  a  woman  who  knows 
everything  that  is  going  on. 

I  regard  everyone's  desk  at  private — and  expect 
the  same  privacy.  How  would  you  handle  this  situa¬ 
tion  tactfully,  but  very  definitely? — M.  R. 

Other  office  women  with  the  same  problem  have 
found  some  of  these  ideas  workable  in  dealing  with 
snoopers:  (1)  Clear  the  desk  of  everything  except 
papers  needed  at  the  moment.  Then  it  is  not  so  hard 
to  cover  up  when  someone  enters.  (2)  Close  the  office 
door.  Unless  their  business  is  urgent,  few  people  will 
open  the  door.  (3)  If  you  are  typing,  roll  the  sheet 
back  so  that  no  information  will  be  visible.  (4)  Try 
to  do  confidential  matters  while  others  are  at  lunch 
or  on  a  pass.  (5)  Counter  direct  inquiries  with  a  stcck 
answer  and  turn  the  tables;  "I'm  so  busy,  I  don't  know, 
what  I'm  working  on.  What  are  you  doing?" 

Keeping  Up  With  the  Joneses 

Is  it  correct  to  write  "  's"  after  the  name  of  a 
couple  when  referring  to  them  in  a  letter,  i.e.,  "Give 
my  regards  to  the  Holland's"? — J.  Wood,  Paris,  Can. 

Your  question  puzzles  quite  a  few  people.  The 
plural  form  of  a  family  name  is  formed  by  adding 
"s"  or  "es,"  as  the  case  may  be.  The  apostrophe 
would  be  used  in  the  possessive  case.  Examples  of 
these  tv/o  uses  are;  "Give  my  regards  to  the  Hollands." 
"The  Hollands'  home  is  on  a  small  lake." 


A  Letter  of  Credit 

Thanks  for  the  buildup  in  your  fine  publication.  I 
appreciate  your  mentioning  my  talk  in  Fort  Wayne 
(Volume  I,  Number  23). 

However,  there  is  one  addition,  which  you  couldn't 
have  known  about.  At  the  beginning  of  this  talk,  I 
wanted  to  credit  Paul  Pigor  as  the  originator  of  the 
LEADER  formula.  But  when  I  began,  I  had  trouble 
with  the  amplifying  equipment,  and  the  vital  words 
got  left  in  the  lurch. 

Perhaps  you'd  like  to  tell  your  readers  that  they 
can  get  more  information  about  the  LEADER  commu¬ 
nication  theme  by  writing  to  Paul  Pigor  at  the  Massa¬ 
chusetts  Institute  of  Technology,  Boston,  Massachu¬ 
setts. — Lynn  Surles,  Milwaukee,  Wisconsin 

Distinguished  Visitors 

A  fine  point  in  the  area  of  business  introductions 
has  troubled  me.  When  men  come  to  be  interviewed 
for  engineering  positions,  I  sometimes  am  asked  to 
meet  them  in  the  lobby  and  conduct  them  to  the 
department  head  for  introductions.  When  the  appli¬ 
cant  is  younger  and  has  come  in  to  seek  a  position, 
conventional  rules  seem  to  apply. 

What  is  correct  when  the  company  has  sought  out 
the  applicant  and  he  is  something  of  an  "honored 
guest"  or  is  older  than  the  interviewer?  The  same 
question  arises  when  people  from  other  branches  of 
the  company  or  from  outside  visit  our  office. — J.  U. 

You  are  correct  in  presenting  the  younger  person 
to  the  older  one.  In  the  case  of  a  distinguished  visitor, 
it  would  be  appropriate  to  honor  him  by  mentioning 
his  nam.e  first  in  the  introduction.  This  also  applies 
to  visitors  from  company  branches  or  outsiders;  any 
courtesy  you  show  them  will  be  appreciated  as  a 
sign  of  hospitality. 

"No  Disgrace  to  Ask  Questions" 

Since  I  very  often  have  the  responsibility  of  training 
new  office  personnel.  I'd  like  to  suggest  to  newcomers 
that  it  is  no  disgrace  to  ask  questions  about  the  pro¬ 
cedures  or  work  not  thoroughly  understood.  Time  and 
material  are  often  wasted  because  the  new  employee 
did  not  want  to  admit  that  she  did  not  understand 
just  what  to  do. 


Sometimes,  a  newcomer  who  has  had  previous 
experience  with  different  methods  feels  that  asking 
questions  would  indicate  her  lack  of  experience,  so 
she  just  tries  to  muddle  through. 

The  girl  who  is  not  ashamed  to  admit  her  lack  of 
understanding,  and  who  asks  questions  until  she  is 
sure,  will  make  a  good  employee. — A.  F. 

Tempest  in  a  Teapot 

I  have  a  problem  concerning  the  coffee  or  tea 
break,  which  I  would  like  to  handle  diplomatically. 
If  the  assistant  to  my  boss  is  in  my  boss's  office,  I 
presume  I  should  serve  my  superior  first  and  then 
the  assistant. 

However,  when  the  corporate  secretary,  who  is 
slightly  superior  in  rank,  is  in  my  boss's  office  at  tea 
time,  his  secretary  won't  let  anyone  else  serve  him. 
She  is  always  one  step  ahead  of  me,  because  she 
has  more  time,  and  she  suggests  that  she  prepare 
my  boss's  beverage  at  the  same  time.  Then  she  in¬ 
sists  on  serving  both  men. 

I  do  not  wish  to  offend  the  girl,  but  my  boss  may 
infer  that  I  do  not  care  to  serve  him.  Should  this  girl 
first  serve  her  employer  and  then  should  I  enter  to 
serve  my  superior? — E.  S. 

It  is  proper  to  serve  your  boss  before  his  assistant. 
When  the  corporate  secretary  is  in  your  boss's  office, 
he  should  be  served  first. 

Let  the  other  secretary  prepare  coffee  or  tea  and 
serve  both  bosses,  if  she  has  more  time  and  insists 
on  doing  it.  So  that  your  boss  will  understand  what's 
going  on,  you  might  explain  to  him  privately,  'T  am 
always  glad  to  make  and  serve  your  coffee,  but  when 
Mr.  Secretary  visits  you,  his  secretary  insists  on  serv¬ 
ing  him  and  she  feels  that  she  should  serve  you,  too. 
It's  a  guirk  of  hers,  and  I'm  willing  to  humor  her  on 
this  point,  if  it's  all  right  with  you." 


Sincerely, 


Marilyn  French,  Editor 


Issued  2-1-61 
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